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What is Customer Portal?

TaxSlayer Pro’s PaperCut Customer Portal is more than just a file-sharing
tool. It's a secure, efficient, and client-friendly platform that simplifies the
tax preparation process by enabling quick, organized, and safe document
exchange.

Key Features:

o The portal is designed with encryption and secure authentication,
ensuring sensitive tax documents are protected during transfer.

e Documents can be uploaded and accessed instantly, eliminating
delays from mailing or in-person drop-offs

o Clients can upload W-2s, 1099s, receipts, or other supporting files
directly into the portal, while preparers can send completed returns or
requests for additional information.

e  The portal fosters two-way communication: clients can see what
has been received, and preparers can quickly request missing items.

Creating a Customer Portal

Before a portal can be generated, the client must have an active tax return
created in the TaxSlayer Pro Tax Program. This ensures the portal is
linked directly to the taxpayer’s return, keeping all documents and
communications organized under the correct file. To begin you will need:
e The taxpayer’s Social Security Number (SSN)
e The taxpayer's mobile phone number

e The taxpayer's email address

First - From the bottom of the Personal Information menu, you will see
the option to send an invite to Customer Portal:
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portal_invite@email.com

i
Invite to Customer Portal

Please verify all phone numbers & email addresses prior to sending a portal invite. Don't enter an
unknown phone number or email address for test purposes, as the invite may be sent to an
unintended recipient.
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Second - From inside the return, you will see the option Customer
Portal on the left-hand side of the page:
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Third - You also have the choice to select the taxpayer's name drop
down inside the return. The Customer Portal option will be listed
above the Scanned Documents options.

Share tax documents
Choose how to share tax documents with the client electronically

Email a copy of the return Receipt
COMPOSE EMAIL > ¥, DOWNLOAD (CSV)
CUSTOMER PORTAL TAXESTOGO

Invite to Customer Portal

Please verify all phone numbers & email addresses prior to sending a portal invite. Don't
enter an unknown phone number or email address for test purposes, as the invite may be

sent to an unintended recipient

Email - invite_portal@email.com | SEND INVITE |

Last sent: Never

Send tax return via Customer Portal

< SEND DOCUMENT

Fourth - The last option is to access the Customer Portal link from the
e-File / Submission page of the return.



TaxSlayer will then display the following message:

~» Invite Sent
© Mov 7, 2025 03:49pm X

You will then want to exit out of the current Internet Tab. A link to create their portal will be sent to
the taxpayer via text message or email. After the link has been established, the Send Tax Return
Docu-ments to Customer Portal option will be visible on the e-File / Submission page. If Send
Document is grayed out then the you the link has not been established.

Please Note: You will not be able to send documents until the portal has been created by the cus-
tomer and the link has been established.

How Does My Client Access Their Portal?

Your client will access their portal either through a text message or an email, depending on if you
put in a phone number or email to send the invitation.

By Email: The customer will receive an email from TaxStatusNow.com with the subject line Your
Secure Portal Has Been Created. The email will contain a link to access their portal.

r T TaxStatusNow.com <dnr@e.taxstatusnow.com>
To: @ invite_portal@email.com Fri 11/7/2025 2:50 PM

Some content in this message has been blocked

I Trust sender Show blocked content
because the sender isn't in your Safe senders list. Y W

Your Secure Portal Created.

Click here to access your portal.
https:/iwww.taxofficemanagement.com/CustomerPortal/client/8dd0298d-f444-
4c6f-b073-3d151d38f7¢7

Click the link or copy the URL to your browser to register your customer portal.
You will be prompted to create a unique username and password. You will be
prompted to enter information that you provided your tax preparer in order to
verify your identity during the registration process.

If you registered your customer portal in a prior year, you can use your existing
customer portal usemame.

Reply > Forward




By Text Message: The customer will receive a text message for our automated system
with a link to access their portal account.
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The links will prompt the customer to create their Customer Portal Account.

After the customer clicks on the link from either their email or phone, they will be guided to
a page like this. They will need to pick a username, create a password, and fill out their
phone, email, last name and last four of their SSN.

Register Your Account

User Name

CustomerPortal

Password

- One lowercase character - Onenumber

- One uppercase character = 8 characters minimum
- One special (@$1%*78) = 25 characters maximum
Email 1

Phone Number

(555) 111-2222

Last Name

Test

Last Four Of your 83N

1234

=]

IMPORTANT! To successfully register the account, the taxpayer’s last name, SSN and mobile
phone number or email address must match what you entered in their tax return.




After submitting the registration, the taxpayer will be prompted to verify their account. They can
select to have a verification security code sent via email or text. When the code is received, the
taxpayer will enter it in the space provided and click Verify.

Verify Account

Please select an option below to send a security code to your account for
verification.

Code sent - please check your account for your personalized Security Code.

Send Email: she****com Send Text: 70****+97

Cancel Verification

The taxpayer’s portal is displayed on the screen:

Customer Portal « CustPortal v
& Home
& yFiies My Files
B Preparer Files E 0 Files Uploaded.
-,

Messages

Files From My Preparer

k.
E 0 Files Sent



My Files:
The taxpayer can use the My Files area of their portal to upload documents to send to the tax
preparer (W-2s, 1099s, etc.) To upload a document, click Upload Documents.
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The Upload Documents Window is displayed on the screen:
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Click Drop files here to upload to browse and select documents to upload to the tax
preparer. Navigate to the local copy of the document to upload and either drag and drop it into
the file area in the portal or click on the file and select Upload.

The Upload Documents Window will display the uploaded file:
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How Do | Send Documents to My Client to Sign?

To send signature documents to a customer’s portal, you will click the Send Tax Return
Documents to Customer Portal option on the Submission page of the tax return.

Share tax documents
Choose how to share tax documents with the client electronically

Email a copy of the return Receipt

COMPOSE EMAIL > ., DOWNLOAD (CSV)
CUSTOMER PORTAL TAXESTOGO
Invite to Customer Portal

Please verify all phone numbers & email addresses prior to sending a portal invite. Don't

enter an unknown phone number or email address for test purposes, as the invite may be

sent to an unintended recipient

- invite_portal@email.com SEND INVITE

Last sent: Never

Send tax return via Customer Portal

< SEND DOCUMENT

After sending the documents the program will give you confirmation in two ways that they
have been transferred to the Customer Portal:

@ Documents Sent ><

Documents were sent to Customer Portal

A pop-up in upper right corner

Within the 'Invite to Customer Portal' box () Tax return sent

From here your client is ready to sign their documents in the Customer Portal!



How Does My Client Sign?

The Files From My Preparer Window will display the files sent from the tax preparer:
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View
31f16c01-b61a-47fc-828b-a52e327c3ee2_TaxReturn_637347186247640635.pdf 9/3/20XX 8:30:27 AM m

To view the documents to be signed the taxpayer will click on the View button next to each
document. The document will open in a new tab in the taxpayer’s browser.

The taxpayers signature can be added even if the documents have not yet been sent.

To add their signature, the taxpayer will click on the Click to Add Signature button. The Edit
Signature Window will be displayed. The taxpayer can use their mouse to enter their
electronic signature from a desktop or laptop computer or use their finger to enter their
electronic signature from a mobile device. To save their signature, the taxpayer will click on the
Save button:
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A message is displayed when the signature has successfully saved.

Success!

Signature Saved!

To apply their signature to the documents sent form their preparer, the taxpayer will click on
the Back button:
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After hitting the back button, the taxpayer will see that their signature is On File:
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Once the signature is On File, the taxpayer will then see the ability to Sign their documents:
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After viewing the documents, the taxpayer can click Sign to apply their signature to the file:
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Document
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After the signatures have been applied, they will then show in the program.

Please Note: You may need to close and reopen your program to see these changes applied.



How Do | View Documents My Client Sent?

Scanned documents can be accessed in the ProWeb program from the main client list or from
within a tax return.

To access previously scanned documents, or upload new scanned documents from the main client
list, locate a taxpayer in the list and select Tools > Scanned Documents:

Tools SELECT
Tools
Scanned Documents

Email Return

Client Status

Privacy Settings

Change Preparer

Deactivate

App Chat History

Sync Return with Mobile App

To access previously scanned documents, or upload new scanned documents from the main menu
of the tax return select the dropdown menu next to the taxpayer's name at the top of the screen
> Scanned Documents:

& Testing Taxpayer + Save & Exit (&

Your Office
Create Customer Portal

Scanned Documents

Motes
Helpful Tools
Quick File

Save & Exit Return



How can the taxpayer communicate with me?

Inside the Customer Portal is a Chat feature where the taxpayer and tax
preparer can communicate.
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When the taxpayer sends chats through this feature, you will receive the messages through the
Taxes to Go Chat feature in the program:

Test Test

Chat History

Account created on 2/3/20XX

02/03/20XX 12:14 PM

Send Message



